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1. Application Date 

2 Agency APpUcaHon No. 
_I 

~ 

3. AGENCY. Division, Suhdtvkion 

- .. . .-J. . __ _. . . - - - ." _ _ .  -. . . -_ 
INSTRUCTIONS: See separate htNcllOn6 lor complctlon of FOR RECORDS MANAGEMEW DIkISION USE 

front and reverse of (hls form. Sign origlnal aod two copies 

and forward to Departyent of Archlves and Hisiory, AtlQnlion: 

RecorJa Management Officer. 

Adrnlnlsterinp Office Address 

Date Reeelv ep . Application No. Date Completed 

MAR 2 2 1973 722 k y / y F  MAR 2 7 1: 
. __ - - . -. . . . 

- - .  - -~ - .  . 
6 Person to Contact 

L 
-. 

Off ice  of Planning and Budget 
Mananement Review Division 

.. 
I B i l l  Roper 

608 irinity-Washington Bldg. Working "tie Direc tor  6. Tel. No. 
Atlanta, Georgia 30334 w 656-2191 

7. ACTION REQUESTED 
ESTABLISH DISPOSITION STANDARD; 
RECORD WILL CONTINUE TO AC&UMULATE. 

DISPOSE OF PRESENT ACCUMULATIONS; 

8. Earliest 81 Latest Dates of Series 9. Exact Series Title 
1967 - t o  date MANAGEMENT REVIEW FILES SERIES (see separate t i t l e s )  

LO. What is the function of the office in which this record series is  created 
Tke  Management Review Division is responsible  f o r  providing a program of management review 

serv ices .  The d iv is ion  provides technica l  and managerial ass i s tance  t o  ind iv idua l  s t a t e  agenci 
i n  t h e  i d e n t i f i c a t i o n  and so lu t ion  of s p e c i f i c  problems and the  ove ra l l  improvement of i n t e r n a l  
po l ic ies ,  organization, procedures, p rac t ices  and cont ro ls ;  provides coordination and d i rec t ion  
of spec ia l  economy and e f f ic iency  s tud ie s  involving t h e  state government a t  l a rge  o r  any segmen 
thereof;  provides technica l  assistance t o  ind iv idua l  state agencies o r  groups of agencies i n  
t h e  study, i n s t a l l a t i o n ,  and u t i l i z a t i o n  of e l ec t ron ic  da ta  processing systems; assists i n  t h e  
implementation of recommended improvements as requested o r  d i rec ted ;  assumes the  r e spons ib i l i t y  
€or  se lec ted  a c t i v i t i e s  on a continuing bas is ;  se rves  as the  continuing Reorganization arm of 
t h e  Governor t o  prevent p r o l i f e r a t i o n  of agencies, t o  improve and r e f ine  t h e  reorganized 
s t r u c t u r e  and t o  maintain economies and e f f i c i enc ie s  a t ta ined .  

L1. This file contains the following documents (include form numbers and titles, if any, and file arrangement): 

SEE SEPARATE DESCRIPTIONS AND RECOMMENDATIONS 

ATTACH SAMPLES OF THE FILE 

EQUfPMENT OCCUPIED 

Legal-slze File Drawers 

'orm: AR-50-71 (Rev. 72) 

No. of Drawers Cu. Ft. -of Records 

ANNUAL RATE OF ACCUMULATION 

- I ~ 

In Office@) In Storage AreaW 
Floor Space Occupied (Square Feet) 

This 

AVERAGE DAILY REFERENCES 



13. Is this the Record Copy of the series? 
1 

L 

Dl- II 1 
,i 

14. Is there a duplication of this series in  &nother office or agency? 4 ’  c 1 I31 
i ,  

15. Is the information contained in this series eve: summarized or published? Attach copy of summary or publication. [ 3 ] 

16. Does the series contain classified information requiring security hahdling? Some report information D l  1 

17. Does the series initiate, amend or terminate agency policies and procedures? [ X I  c 1 
is confidential (10 years to OPB personnel only) 

18. Could the function be performed if the files were lost or destroyed? 1x1 c 1 

19. Is the series (or major portion of it) regularly microfilmed? If yes, why? c 1 [XI 
!O. Does the record series provide dat9as input to an EDP file? [ X I  I: 1 

!l. Does the record series contain documentation produced as EDP printout? [ X I  c 1 

!2. Has the Federal Government issued instructions governing retention/disposition of these files? c 1 Lxl 

!3. Wil l  there be a need for these records 10, 15 years from now? If yes, what? historical value 1x1 c 1 

Occasionally some studies ‘are used as EDP input 

Occasionally some studies are used as EDP printout 

!4. REQUIREMENTS. The following requires the files to be kept ..i ndefinit e... years: 

a. [ ] STATE b. [ ] STATUTE OF c. [ 3 AUDIT d. [ ] FEDERAL e. [ X I  ADMINISTRATIVE f. pr ] HISTORICAL 
LAW LIMITATION PERIOD LAW DECISION VALUE 

(Cite Law, Statute, or other reason for the retention requirement) 

Some series offer historical documentation of function of Managemeht Review Division 
and its impact upon State government. 

!5. AGENCY RECOMMENDATIONS: This agency recommends that the file series be cut off at the end of each 

-[ ] CALENDAR YEAR -[ ] FISCAL YEAR -k 1 Other See attached recommendations then: 

[ 3 Hold in  the current files area 
[ ] .Transfer to [ 3 State Records Center [ ] Local ‘Hplding Area; hold ..................._ yearb): 
[ ] Destroy. 
[ ] Transfer to State Archives for permanent retention. 

[ ] Other: (Specify) 

month(s)/ . . ,~~l~~~~~....  yearb): 

[ ] Destroy immediately after cut-off. I .  

(Indicate briefly rationale for recommendations abovelor write additional remarks): 

-_ 

25 are: 



s * 1  

OFFICE OF PLANNING AND BUDGET 
Management Review Division I 

APPl 
No Description q i epos i t i on  __ 
qm7 MANAGEMENT REVIEW DIVISION Cut of f  a t  the  end of each 

SUBJECT FILES - Documents f i s c a l  year;  hold i n  Current 
r e l a t i n g  t o  the  operations of 
Management Review serv ices .  
Included are correspondence, 
memoranda, d i r e c t i v e s  between 
the  Division Direc tor  and in- 
ternal agency personnel, t h e  
Governor, o the r  state o f f i c i a l s ;  
p o l i c i e s  and procedures proposals 
and di*ctives; l ists  and resumes 
of qua l i f i ed  consul tan ts  i n  
various management f i e l d s  - 
among o thers .  The series is  
arranged by sub jec t ,  no t  necess- 
a r i l y  a lphabet ica l ly .  

MANAGEMENT REVIEW REPORTS AND 

r e l a t i n g  t o  the  da t a  generated 
by Management Review personnel 
as they analyze and so lve  systems 
problems f o r  agencies. Included 
are one or more copies of r epor t s  
concerning ind iv idua l  management 
problems of var ious  agencies1 
programs. Also included are 
working papers such as raw statis- 
t i ca l  data,  worksheets? r epor t  
d r a f t s ,  graphs, char t s ,  documents 
ou t l in ing  procedures ' fo r  implement- 
a t i o n ;  progress r epor t s  of implement- 
a t i o n  process and similar and 
r e l a t e d  papers. The series is  
arranged i n  packets by agency name, 
then by sub-division o r  study t i t l e .  

MANAGEMENT REVIEW TIME DISTRIBUTION 
73,/?f SHEETS FILES - This series cons i s t s  

of a record wherein pay ro l l  expenses 
are a l loca ted  t o  various jobs  and 
p ro jec t s  f o r  purposes of cos t  
accounting and managerial con t ro l  
and review and cons i s t s  generally 
of a multicolumnar shee t  showing 
chronologically arranged payro l l  
c o s t s  of a s p e c i f i c  job  o r  p ro jec t .  
The series i s  maintained i n  two 
sec t ions :  one by name of employee 
and the  o ther  by p ro jec t  name. 

73,''d RECORD SET FILES - Documents 

F i l e s  Area 2 years ;  retire 
t o  S t a t e  Archives. 

Cut of f  at  end of each f i s c a l  
year;  hold i n  cur ren t  f i l e s  
area 1 year ;  retire t o  S t a t e  
Archives. Earlier retirement 
i s  authorized. 

Consider series covered by 
Common Standard 363 T i m e  
Dis t r ibu t ion ,  Sheet Fi le :  Cut 
of f  a t  end of each f i s c a l  year ;  
hold i n  Current F i l e s  Area 1 
year o r  u n t i l  aud i t  is completed 
whichever is later;  t r a n s f e r  
t o  records center ,  hold 3 years ;  
destroy. 


